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DAYTON, Ohio, December 15, 1980 Word processing -- the storing, 
retrieving, and manipulation of print information through the use of electronic 
equipment -- is one of the few fields today with more positions available than 
it has trained people to fill them . In an effort to meet that demand, the 
University of Dayton has, under a $30,000 CETA grant awarded by the Private Industry 
Council (PIC), implemented a program to train qualified people as word processors. 
Begun in October 1980, the intensive l3-week program is now nearing its 
completion. Calls are already coming from area busi nesses asking to interview the 
trainees, according to Ronald M~Adams, director of the UD Office for Computing 
Activities and administrator of the word processing program. 
We're really thrilled with the way the program has gone. ~'1hen we have 
taken trips (to places such as NCR and Dayton Po\o,er and Light) the students 
have asked intelligent questions. The businesses have been very impressed, " McAdams 
said. 
McAdams and program coordinator Shirley Lister attribute this success not 
only to the thoroughness of training on the word processing equipment, but also to 
the development of a wide range of skills and a positive attitude. 
"It I S much more than word processing ," Lister said. "We I ve worked on 
motivation, typing and qrammar s kills, math skills, telephone and interviewing skills. 
I see students that have grown not only educationally but personally. 
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According to HcAdams, an important aspect of the program is the professional 
office atmosphere. All students have their own desks, keep regular office hours, 
and meet regular office standards for their work. 
Student Coraletta Gover said, "When I was first informed about this program I 
had no idea it was set up like this. They're very businesslike and punctual here. 
The program consists of a lot of things you need to be successful in business." 
Program graduates will be honored at a banquet December 23 in the Associate's 
Lounge at the UD Arena. But the work will not end there. McAdams said he is 
hopeful the program will be renewed. In any case, McAdams and Lister will continue 
their interest in these first students. 
"We've asked them to make sure they keep in touch with us," McAdams said. 
"The follow-up is very important. We want to know how well they do, and get a 
course evaluation from them 30 days after they start working." 
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